DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL

CoPY A TRAVEL AUTH.

TM-2 PREPARER COURSE

USING NASA’S TRAVEL MANAGER SYSTEM

COPY A TRAVEL AUTHORIZATION

This document covers the steps to copy an existing travel authorization

The document can be renamed and/or the traveler can be changed.
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A. COPY DOCUMENT

Setup  Reports  Logout  Help Document Preparation

User:

Susie Smith
Traveler:

[> Create a New Document
[> Dpen Existing Dacumant
[> Review Documents

[> Delete Dacuments

[> Copy Document

[ Import Documents

1. Click the Copy Document link on the Document Processing Toolbar on the left side of
the page.

2. The Traveler Listing (Copy Document) page is displayed.

Setup Reports  Logout Help Document Preparation

User:

Susie Smith Traveler Listing (Copy Document)

Traveler: Quick Tip
Type one or more letters of the travelers |ast name and click

Search. Then, click the travelers name to list all documents.
[ Create a New Document
[> Opan Existing Documant Enter Search Criteria
[» Delete Documents
Docurnert Type |ALL =

¥ Copy Document
[> Import Documents

Traveler List

Search Results Prenv 40 Mext 40

EID

3. Specify the type of document to copy by selecting Authorization in the Document Type
pull down list. Only documents of that specific type will be displayed for copying. “All”

1s the default.

ALL ;|

ALL

Waoucher
Lacal Woucher
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4. Enter the traveler’s last name in the Last Name field and press the button next
to the Last Name field. A list of travelers will display on the left side under the
Traveler List area.

Document Preparation
User:
YRR Traveler Listing (Copy Document) Document Search (Copy Document)
Traveler: Quick Tip Document List Click on an entr
Type one o more letters of the traveler's last name and click
i 2 B Seatch. Then, click the traveler's name to list all documents.

Open Existing Dacutent Enter Search Criteria B uthorizetion 24-¥¥03260200 03i2602 SIGNED
Review Documents LostHame |

Deletz Documzris Document Type | Authorization  §
+ Copy Document
Click on an entry to select
Ipart Documents Prevdd Hextdd
Doe, John 240-00-0001

e, JOTh

5. Click the Next 40 and/or Prev 40 links under the Search Results area to page forward
and backward through the list of travelers.

6. Click the Name link of the traveler whose travel document is to be copied. All
documents created for that traveler will be displayed in the Document Search (Copy
Document) area on the right.

Document Preparation
User:
o Traveler Listing (Copy Document) Document Search (Copy Document)
Traveler; Quick Tip Document List Click on an entry
Type one or more letters of the traveler's last name and click

[» Create & New Dacurert Search. Then, click the traveler's name to list all docurments.

[+ Cpen Existing Documant Enter Search Criteria B authorization 24-RADIIE02D U30602 - SIGNED
[» Reviewr Documents Last Hame
[ Delete Documents Document Type | Authorization | &

+ Copy Document
[» Import Documents

Doz, 4y | 240-00-0001
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7. Click the Document icon 2] of the document to be copied from the list. The Copy
Document page will be displayed.

Document Preparation

iz Copy Document 24-XX0326021D
Susie Stiith R
Traveler: Quick Tip
Type a documert hame in the Copy to Docurmert Mame field
(M| Creeryerite Existing
(> Create a hew Document Copy Document 5 DDcument
-~ SSH |240-00-000

e Existing Document
- Traveler Hame Doe John E|‘ without Saving
(> Review Documerits Copy to Document Hame [24-XX032602.0

[> Delete Documents

Copy Document k
(> Import Documents

NOTE

Do not use the Overwrite Existing check box, in the ‘For this Document you can:’ area
in the top right, unless the document that will be overwritten has not been routed.

8. Click the SSN Lookup or Traveler Name Lookup icons to retrieve the desired
traveler. The Enter Search Criteria page will be displayed.

Document Preparation
User: Enter Search Criteria

Susie Smith
Traveler:

Search Results Click on ah ertry to select
[» Create & Mew Document

Prev 20 Hext 20

[» Cpen Existing Documert

240-00-000 Doe John
[» Review Documents 240-00-0002 Jane Doe
240-00-0003 Jenny Doe

[ Delete Docutnerts: 240-00-0004 Stith Susie

+ Copy Document
[ Import Documents

9. Enter the last name or a portion of the last name of the traveler in the Last Name field of

the Enter Search Criteria area and click the button to the right of the field.

The Search Results will be displayed again beginning with the last name of the value
entered.
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10. Scroll through the list and click the SSN link next to the desired traveler. The Copy
Document page will be displayed with the new traveler’s name for the document.

User:

Susie Stith
Traveler:

[» Create a Mew Document
[» Cpen Existing Documert
[ Review Documents

[» Delete Documents:

+ Copy Document
[ Impart Documerits

Copy Document 24-XX0326021D

Quick Tip
Type a documert harme in the Copy to Docurment Matne field.

Copy Document
SSH |240-00-0002
Traveler Hame e Doe

Copy to Document Hame |24-}(}{032f'02JD

Document Preparation

Documett
without Saving

11. Click the Document button in the ‘For this Document you can:’ area in the top
right. A pop-up message stating the copy process is complete will be displayed.

Close |

Information Message

Copy Document Completed.

12. Click the button in the pop-up message window. The Traveler Listing (Open
Document) page will be displayed again.

Setup Reports  Logout Help Document Preparation

User:

Susie Smith
Traveler:

[> Create a New Documant

* Open Existing
Document
[» Review Documents

[» Delete Documents
[» Copy Document

[» Impart Documents

Traveler Listing (Open Document)

Quick Tip
Type one or more letters of the traveler's last name and

elick Search. Then, clidkthe travelers name to list all
documents

Enter Search Criteria

Documert Type IALL -I
Traveler List Click on an entry
Search Results Prew 40 Next 40
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B. OPEN THE COPIED DOCUMENT

Setup Reports  Logout Help Document Preparation

User:

Susie Smith
Traveler:

[» Create a New Document

¥ Open Existing
Document
[> Review Documents

[» Delete Documents
[ Copy Document

[ Import Documents

Traveler Listing (Open Document)

Quick Tip
Type one or mare letters of the travelafs last name and

click Search. Then, clidithe travelers name to list all
documents.

Enter Search Criteria
Documert Type IALL 'l

Click on an entry to selec

Search Results Prew 40  Hext 40

1. Enter the last name, or portion of the name, for the desired traveler in the Name field of
the Traveler Listing (Open Document) page.

2. Click the button next to the Last Name field. All travelers whose last names
begin with the last name value entered will be displayed in the Traveler List area.

3. Click the Next 40 and/or Prev 40 links in the Traveler List area to page forward and
backward through the list of travelers.

4. Click the Name link of the traveler for which the above authorization was copied. All
documents created for that traveler will be displayed in the Document Search (Open
Document) area on the right.

User:

Susie Emith
Traveler:

[ Create & Mew Docurment

+ Open Existing
Document
[» Review Documents

[> Delete Documents:

[ Copy Document
[ Import Documerts

Traveler Listing (Open Document)

Quick Tip
Type one or more letters of the traveler's last name and click
Search. Then, click the traveler's name to list all documents.

Enter Search Criteria

= it

Traveler List 8
Prev 40 Hext 40

Jane, Doe 240-00-0002

Document Search (Open Document)

Document List

B suthorizetion

24-¥X032602)0

Document Preparation

031262 CREATED

5. Click the Document icon £ for the Authorization name copied above. The Document
Summary page for the copied travel authorization will be displayed.
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6. The travel authorization is the same as the original except for the following.
a. Name of the traveler and/or name of document.

b. Other Authorizations.

7. Make the necessary changes to the new document, save the changes, sign and route the
document.

/A
= /,_Gelco
Tratel Marager*a.0

NDocument Preparation

-

e Document Summary for Authorization 24-¥X032602JD

Susan Smith Quick Tip For this Document you can:
Traveler: For specifis information, olick on a Details link. You san sign and stamp your document from the Document Status section = I Bscirent
Travel Authorization e T
John Doe Continue | Entering Document
[} Authorization: Number
24-¥X0IZE02.J0 Traveler Detsils 240-00-0001 , John Doe Clase | Cument Document
F Document Summary Purpose Description & D ays training in Montgemeny, AL
= Traweler tinerary Detsils MONTGOMERY,AL 03/26.02 - 03/30/02
= Htinerary Ticketed Trans Detsils $350.00
= Ticketed Trans SREEAESIEF «pense Summary
HERDE IR Buick Expense [ Date 5 ; it

= Lodging/MaIE

= Accounting

Total: 20.00

- Totals
Lodging/M&IE Detsils $415.00

Other Authorizations Detsils Taxi at TDY Authorized

» Document Status
= Perform Pre-Audits Accournting Details A CCIJlIIIlIII(J Summary

= Preview Document

= Commants

= Export Document [23AS5003 [78500
Total [755.00
« Close Document L = |
Tot=ls Details PETCRNINTHETY |

|
|Advance Requested 000

Enter Commerts Voucher due 5 days after completion of your trip
pLI-Ni sz 58 o cument Status Enter Status/PIN to stamp this document

~|

NOTE

This document can be modified and routed. Make sure all required information is
included on the document for each individual Traveler.

8. Click the Current Document button, in the ‘For this Document you can:’ area in
the top right, if the document will not be routed at this time.
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